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APPLICATION FOR RECORDS DISPOSITION STANDARD _ :

INSTRUCTIONS: Preparein dupllcate and forward to the Records Management Analyst, Management Systems Dlwsson
3. Dept_, Division, Subdivision & Administering Office Aqdrass ! FOR RECORDS MANAGEMENT DIVISION USE
‘ g Date Received 'Application No. Date Completed
Finance and Admlnlstratlon ; NOV 17 1977 w.qqs MOV 22 1877
Division of Audit
401 W. Peachtree Street, N. E. 1. Application 2. Dept. Application No.
Atlanta, Georgia 30308
4. Person to Contact ' - 5. Working Titte 6. Telephone Number
Mary Ann Hunt Manager of Audit 586-~5068
7 Action Bequested T h o
a. Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; #ip further accumulation anticipated. .
¢. [0 Amend Application No. Check One: [ Change; [ Supercede; [ Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if dfff;r—e}:t}
Earhiest Latest
1972  |Present Audit Report File '

10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Aduit is an independent unit within the Metropolitan
Atlanta Rapid Transit Authority (MARTA) for the review of all activities
as a service to the Board of Directors, Authority, Management, responsible
governmental entities, and the Public at Large. This Division functions
as an internal monitor for reviewing each unit within the Authority for
adequacy of controls and records, adherence to established policies, plans
procedures, regulations, and for reporting on the effectiveness of '
Authority activities.

oy

11. Record Series Déscription This file contains the following documents finclude form numbers and titles, if any):

Attach sa ples of the file.
Condidtin Nreirnal opem-\-‘cms

Audits of all Authority-related activities and interests.

Documenis relating to:

{nctuded are:

Original or certified copy of all audit reports.

File is arranged:

Alphabetically by functionj . thereunder - numerically by
contract number.
ma.r;hlv He?e;;\Ee Rate How often are records referred to which are:
One to sixmonthsold 10 ___ ; Seven to twelve months old 5 ; Thirteen to twenty-four months old _.______,l e m |
twenty-five months and older I ’
13. Annual Rate of Accumulation of Records -
Lettersizedrawers __ . Legal-size drawers __16_ ;Shelves . _; Other fspecify)

i
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YES | NO | 14. Questionnaire (Place an X" in !he proper columnl

a. Is this the official copy of the series?
If not, where is i?,

! '
'

AN

h. Does the series contain confldentlal mfor,rnauon "equmng secumv handlmg7 20 yes cnte law oF regulatlon

o
_// ' c. Is tﬁﬂ?}&

N

scheduled separately?

, Class B e
. Does this sertes have hm(nlr‘.ll o long tlerm esearch vatoe? PQSSlble
COWhen o on b documents we fhes Tde aike b necessary bo keepoabe entae Ble lor o Topg pevasd, could these documents be

f. Is the information contamed in this series ever published? If yes, attach copy.

Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If yes, attach copy.

h. Is there a duplication of this series in your office, or in another office or agency?

ON

If yes, where?

" i. Is this series for a major parfian of it} regularly microfilmed?

j. Does the racord series result ina computer prmtout?

15. Retention Requirements * The followmg requires the serles to be kept:

a. State Law ____ years, d. Audit period years.
b. Statute of limitation —_— years. e. Administrative need . Yyears.
c. Federal !gw 3. vyeas. : f. Federal retention instructions ——— years.
Attach copy or excert of laws or regutations. Explain administrative need.
III D. 41 UMTA External Operatlng Manual
FPR, Ch. l Part 1-15

16. Approved Disposition instructions This agency recommends 1hat the hle series be cut off at the end of each—

(.1 Catendar Year: {3 Fiscal Year; [] Gther e then,

[D(old in the current files area S_ e monthish 1 year(s); then
[ Transfer to local holding area:hold __________ yaarls}; then

C] Transfer to State Records Center; hold
O Destroy.

VT_r_ansfer to State Archives for permanent retention. ‘
O Other fSpecify) : :

year(s}; then

Urban Mass Transportatlon Admlnlstratlon EOM III D. p. 41
FPR, Ch 1, Part 1-15

have been resolved.

These instructions apply 1o all prior and future sccumulations of the series.

{indicate briefily rationale for recommendations above/or write additional remarks):

Hold for three years past pro:ect COmpletlon and all audit findlngs

17. APPROVALS

Qeoanment Records Management Off.icer a
ﬁgw SR /// v/

VA pro/ved{/ Divigion Head/Deg:g o Da
g trr 77

Department Head/PDesignea

Approved

Ds A . Department of rchi\;‘é;'Fd—Historv
ﬁ — ; wf s/ 27 B (Dpire l blacy

_ﬁ;;o;as_"l\ﬁa_naum%nalyst Date “-_§p556§56ﬁ T MARTA M;naéemént Advisorv Cf;\ﬁ\;‘l_itt—eau—JWD—a(e

-zz',é.«zq) N S (A ////f/z/"




' 'App:‘\coﬂonifor Records Disposi’f\on Standard

< Department, Name, and Full Address

MARTA

Financial Audit Division ¢
100 Peachtree Street, Suite 1300
Atlanta, Georgia 30302

A b e 4

, marta
v/ |

For Recorde Monogement Dwmon Uae
Date Recwived lvphccrhm No. Date Comp\d:d

Appl. Date Tele hone

Pefson to Contact

6/5/74 4460 X553 |WilliamV Carasik

boe -1 187 gy-235{ -3 s

wqf-\\'mq Tivve
Senior Auditor

Inclusive Dates of Series
1974 - Present

Exact Series Title
Audit Report -~ Federal Grants

‘Action Requested

M

Establish Disposition Standard
Record will continue to accumulate

D Dispose of Present Accumulation;
No Further Accumulation Anticipated

What is ;.;le fuﬁction of the office in which this record series is created?

The Division of Financial Audit is respon31b1e for doing and/or coordinating all audit work

required for the Authority.

All work is’ directed towards assuring top management and outside

observers that MARTA is compl&ing with Federal and State Laws, regulations, and procedures and
with the stated policies of the MARTA Board of Directors and related management procedures.

This file contains the following documents:

Documents relating to audit of Pederal Grants.
arranged chronologically by date report issued.

File Series consist of Audit reports. File is

Equipment Occupied

fert{iat. | No. of Drawers

Cu. ¥t of Records

Equipment

Occupied

Nertliot | No. of Drawers  |Cu. §1 of Records

letter-sze File Drawers

Legqal - Size Fie Drawers

Aﬁnuu\ Rate 01 Accumulofwon

Hoor Space Occupied (Squar? feet)

m O%fice (o) . [inStorage Arcals)

Average Daily Reterences

Thie Ytors‘ Lost Years  [PrecedmgYears [MiPriar Years

M-3012




N . - = g - —=
=t QUESTIONAMRE  (Place an X in the proper box. If answer is *Yes” please explain.) Y
| 13 1Is this the Record Copy of the serles? ° _ ‘ ‘ &Yes Dﬂo
Is only copy ‘ / A ' - .
| 1% 1s there a duplication of this series in another office or agency? ‘ DW’.& @No
}5 1Is the information containéd in this series ever summarized or published? ; . ) DYes &No
: ' \ S
16 Does the series contain classified information requiring security handling? DYet E No
)7 Does the series initiate, amend or terminate agency policies and procedures? @Yes[] No
By recommendations . . :
18 Could the function be performed if the files were lost or destroyed? DYCS @ No
]9 1Is the serieé (or major portion of it) regularly microfilmed? If yes, why? . DY&E No
20 Does the record series provide data as input ;to an EDP file? DYCS No
21 Doés the record series contain documentation prio’duced as EDP printout? D Yes ’E No

22 Has the Federal Government issued instructions governing the retention/ disposition of these files? @\’es D No
UMTA 1000.2, ch 1,2/21/73, par 10 .

23  Will there be a need for these records 10, 15 years fron now? If yes, what? [X\(es[] No
To satisfy UMTA record retention policy 3

29 REQUIREMENTS: ‘ .

The following requires the files to be kept PERM years: ((ite or aHoch copy of Law, Stotule, or eiher reason
for the reteun¥ion requirement. ) .

State Statute of . Audic Federal Administrative Historica
Law D Limitation D Period D Law D Decision Valug cal

25 RECOMMENDATIONS ~Methods: This iinit recommends that the file series be cut off at the end of each

[Jcalendsr Year E Fiscal Year [] Other _. then:
[JHold in the current flles area__3 Xo5K®M/ years: then [] Transfer to  State Records Cehter
O ko

[pestroy after cut-off.
Operating Insyructions:

months years; Yhen DDestroy; or' X Transfer. to State Archives for permanent retenticen.

26 APPROVALS: - ‘ view / Approval by Deporiment of Are?ui;es ard Ristory

Appeovad bcpcﬂj-* _"“:'“ Menagement  Officer J/QZ{:ZE{— @WW }“43’ /9 7'7/

. -

Recormvendations?

4, Dfvizlon " of Audit Z Dat Approved MARTA Mamogement Steering Commitee
j aalN ‘
. R . . |

1




with the stated policies of the

B

‘App\j261ion for Records 'Disposi’r'\on Standard

N4

marta

* Department, Name, and Full Address A
MARTA
Financial Audit Division f -] For Records Management Division Uge
100 Peachtree Street, Suite 1300 Dote Received  Mygication No. il ?“5“*“‘
Atlanta, Georgia 30303 JUL_ -1 19747t <gﬂ9 1974
Appl. Date Telephone & Ext. " nawme , Persbn to Contact Nnrk\lhq Tite
6/5/74 522-4460 X553 | William V. Carasik_ : Senior Auditor

Inclusive Dates of Series

1974 - Present

Exact Series Title ;
Audit Report - General Fund

Actlon Requestecﬂﬂ

Establish Disposition Standard
Record will continue to accumulate

Dispose of Present Accumulation

No Further Accumulation Ant:Lcipated

H’hat 4s the function of the office in which this record series is created"

The Division of Financial Audit is responsible for doing and/or coordinating all audit work

required for the Authority.

All work is directed towards assuring top management and outside
' observers that MARTA is complyiFg with Federal and State Laws, regulations, and procedures and
MARTA_Board of Directors and related management procedures.

This file contains the following documents:

Documents relating to the report of the audit of the General Fund.

Audit Reports. File is arranged chronologically by date report issued.

File series consists of

Equipment Occupied hery Lot | No. of Drowers Cu.ft ot Records | Equipment  Occupied lvm. Lot { Mo. of Drauwers Lu. 11 ot Records
letter-size Fie Drawers
Leqal-Size Ve Dravers Ammygl Rate 01 Accumulotion
43 1 Tin 6§¢3ce () \n Storage Areals)
Roor Spoce Occupred (Squart Teet)
=T - This Years | [last Yeors M&-ﬂqkm Ml Prior YzOre
. Ave.roqc 'Dm\, Reterences o

M-3012




-

QUESTIONNRE (Place an X in the proper box. Lf answer is *Yes” please explain.)
}3 Is this the Record Copy of the series? . g‘(es D No
1% 1!.:58 tl?enr]é a duBYication of th:l.s selfies in another office or agency-p ) 'DYéS' No
15 1Is th;a information contained in this series ever summarized or published? ,s . ; Dves @No

; \ . o

t6 Does the series contaln classified information requiring security handling? . . DYesm No
}7 Does the series initiate, amend or terminate agency policies and procedures? EYesD No

By Recommendations ' 77 .
18 CZuld the function be perfomed if the files were lost or destroyed? DYQSNO
19 1s the serfei {or major portion of it) regularly microfilmed? If yes, why? A DYCSE No
20 Does the record series provide data as input to an EDP file? ) Dch No

¥ . 7 .
) il y . - \/

21 Does the vrecord series contain documentation prcoduced as EDP printout? D Yes No

22 Has the Federal Government issued instructions governing the retention/ disposition of these files? DY&& No

23 Will there be a need for these records 10, 15 years fron now? If yes, what? DYCS& No

28 RLQU]REMENTS. - .
The following requires the files to be kepc PERM years: ((he or attoch copy of Law, Staotule, or oiher teason
for the retention reqmrement. .

State Statute of . Audit. Federal Administrative Histori
Law D Limitation D Period D Law D Deeisien Vaiugrlcal

25 RECOMMENDATIONS —Methods: This finit recommends that the file series be cut off at the end of each

[Jcalendar Year X¥ Fiscal Year [JOther ___, then:
Dﬂold in the current flles area 3 )Bsxﬂii/years; then D Transfer to State Records Center;

Dﬂold - _months years; then Dbestroy; or ‘ﬁh‘ansfer_ to State Archives for permanent retention.

Opestzov after cut-off.
Operating  instructions:

26 APPROVALS: ! q%‘w / Approval by Deparimemt of At-c.h:lml and \\isﬁor}i
Appeovad  Depgrimamt Records Managereent .
- r 4:/7 Oattsdld Hesh }"—17 g, 1924
Recommendations:

Approved MARTA Manogement Stecring Commrtiee

]




